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Chapter 1: Introduction 

The purpose of this guide is to serve as a resource for all concerned individuals regarding their roles in satisfying 

traveler debt. It describes the responsibilities of travelers, Authorizing Officials (AOs), and Debt Management 

Monitors (DMMs), and explains the roles of the Defense Travel System (DTS), DoD offices, and financial systems. 

This manual provides guidance for all Components; however, you must use it in conjunction with local business 

rules that outline the organizatiƻƴΩǎ ōǳǎƛƴŜǎǎ ǇǊƻŎŜǎǎ ƻǳǘǎƛŘŜ 5¢{Φ 

A travel-related debt results when one of the following occurs: 

¶ The traveler received an advance and then cancelled the trip. 

¶ The total previous payments (i.e., travel advances, scheduled partial payments [SPPs], and previous 

vouchers or local vouchers) exceed the actual reimbursable expenses. 

¶ A post-payment review (PRR) determines that the paid voucher contains an unauthorized expense that 

the Government must recover. 

The DTS Debt Management feature allows the monitoring of the debt situation, the collection process, and the 

management of travel documents that are due to the United States (DUE US). Much of the Debt Management 

process occurs automatically in DTS, but coordinating certain actions within the tool against the debt and 

recording the results of those actions is your responsibility.   

Table 1-1 identifies the typical activities involved in the Debt Management process. 

Table 1-1: Typical Debt Management Activities by Role 

TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE 

Step DMM DTS Traveler AO 
Due Process 

Clock 

1  

Screen alert 
(Figure 2-1). If 
signed by NDEA, 
an email is sent 
to the traveler 

Applies 
SIGNED (or 
NDEA applies 
T-ENTERED 
stamp) 
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TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE 

Step DMM DTS Traveler AO 
Due Process 

Clock 

2  

Screen alert 

(Section 2.2 and 
Figure 2-3) 

 
Applies 
APPROVED 
stamp 

 

 

 

 

 

 

 

 

3  

If DUE US, sends 
adjusting 
obligation and 
A/R to 
accounting 
(Section 3.1.1) 

  

 

 

 

 

 

 

4  

When A/R is 
created, emails 
traveler, AO, & 
DMM (Section 
3.1.1) 

   

5 
Applies DUE 
PROCESS 
SERVED stamp 

  
Informs 
traveler of 
the debt 

 

6 
Instructs 
traveler on 
options 

 

May request 
waiver 
(Section 
5.3.1), make 
payment, 
(Section 6.1), 
or request 
payroll 
deduction 
(Section 5.4) 
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TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE 

Step DMM DTS Traveler AO 
Due Process 

Clock 

7 

If traveler 
requests 
waiver: Submits 
waiver, makes 
DTS entry, 
awaits 
response 
(Section 5.3.1) 

If traveler makes 
payment: 
Updates trip 
record, archives 
if debt satisfied 

  
Stops if waiver 
requested or 
paid in full 

8 

Receives result 
of waiver 
request, makes 
DTS entry 
(Section 
5.3.1.1)  

Updates trip 
record, archives 
if paid in full 

May request 
appeal 
(Section 5.3.2) 

 

Starts if waiver 
denied or 
partially 
approved. Stops 
if appeal 
requested or 
debt satisfied 

9 

If traveler 
requests an 
appeal:  

Submits appeal, 
makes DTS 
entry, awaits 
response 
(Section 5.3.2) 

    

10 

Receives result 
of appeal 
request, makes 
DTS entry 
(Section 
5.3.2.1) 

Updates trip 
record, archives 
if paid in full 

  

Starts if appeal 
denied or 
partially 
approved. Stops 
if debt satisfied 

11 

Requests 
payroll 
deduction 
when due 
process clock 
expires or at 
traveler 
request 
(Section 5.4) 

    

12 

Receives result 
of payroll 
deduction 
request, makes 
DTS entry 

Updates trip 
record every 
time a payment 
is made, archives 
when paid in full 
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TYPICAL DEBT MANAGEMENT ACTIVITIES BY ROLE 

Step DMM DTS Traveler AO 
Due Process 

Clock 

13 

If traveler is no 
longer DoD 
employee, the 
out of service 
(OOS) process 
applies. 

If debt is less 
than $225, 
attempts to 
collect. If 
cannot collect, 
selects OOS 
Write Off 
(Section 5.5.1) 

If debt is $225 
or more, 
requests OOS 
Transfer, waits 
for response 
(Section 5.5.2) 

DTS 
automatically 
creates an 
amendment to 
the voucher and 
adds 
ά¦ƴŎƻƭƭŜŎǘƛōƭŜ 
5Ŝōǘέ ƛƴ ǘƘŜ 
amount of the 
debt as an 
expense to the 
amended 
voucher 

DTS sends an 
encrypted email 
with the debt 
information to 
the OOS Office. 
The OOS Office 
receives the 
email and 
determines the 
effective transfer 
date. It then 
notifies you via 
email that the 
debt transfer has 
been accepted. 

   

14 

Receives result 
of OOS request, 
makes DTS 
entry 

Updates trip 
record, archives 

  

If written off, 
applies 
APPROVED 
stamp 

*The activities listed in Table 1-1 are typical; however, your organization may follow different procedures. Check 

ǿƛǘƘ ȅƻǳǊ /ƻƳǇƻƴŜƴǘΩǎ 5aa ǘo determine if there are specific DMM procedures for your organization. 

**The Defense Intelligence Agency (DIA) follows unique debt management processes. All DIA DMMs should 

check with the DIA Lead Defense Travel Administrator (LDTA) or Finance Defense Travel Administrator (FDTA) 

for accurate guidance in processing travel-incurred debts. 
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Chapter 2: Roles in Debt Management 

Debt Management, from identification of the debt through debt satisfaction and archiving, is a process involving 

coordination and communication among several individuals including: 

¶ Traveler 

¶ AO 

¶ DMM 

When certain actions take place or are required, DTS and other integrated systems automatically send emails to 

the traveler, DMM, and other DTS users. For a complete list of these emails, see the DTA Manual, Appendix E. 

2.1 Traveler 

After TDY travel is complete, the traveler must create a voucher and update the estimated expenses that DTS 

pulled from the authorization to reflect the actual expense amounts. If the actual expense amounts are less than 

advances or SPPs the traveler received, DTS identifies the trip as DUE US. In addition, if a Post Payment Review 

(PPR) discovers reimbursement for ineligible expenses, the traveler must file an amended voucher to remove all 

ineligible expenses from the document.  

2.1.1 Recognizing a Debt Situation 

When you look at a DTS voucher, you can identify a debt by selecting Financial Summary on the Progress Bar. 

When the Review Financial Summary screen opens, look at the following two lines located in the Credit 

Summary section: 

Net to Traveler: If this line reads $0.00, the Government does not owe the traveler any money. This line will 

always read $0.00 in a debt situation.  

Balance Due US: If there is any amount on this line other than $0.00, the traveler owes money to the 

Government. 

To assist in the debt management process, DTS keeps those two fields current by including collection, waiver, 

and appeal amounts. 

If a debt situation occurs, review the expenses to verify every reimbursable expense has been included. Adding a 

missing reimbursable expense may prevent the debt or reduce the amount owed. 

When a traveler or NDEA signs a potential DUE US voucher, DTS displays a screen stating the traveler will owe 

money to the Government, if the AO approves the voucher in its current state. When the AO approves the 

voucher, if the balance due is equal to or less than $10.00, DTS creates an expense item instead of establishing 

the amount as a debt. No payment is due. 

2.1.2 Travelerôs Initial Notification of Debt 

When a traveler signs a voucher, the Digital Signature screen displays a Notification of Debt (Figure 2-1) if a 

ŘŜōǘ ǎƛǘǳŀǘƛƻƴ ŜȄƛǎǘǎΦ ¢Ƙƛǎ ƴƻǘƛŦƛŎŀǘƛƻƴ ǎŜǊǾŜǎ ŀǎ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ initial notification of the debt. Selecting Confirm 

and Continue accepts the notification and continues the signing process. The traveler will be in debt if the  

https://media.defense.gov/2021/Nov/15/2002893222/-1/-1/0/DTA_APP_E.PDF
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AO approves the document as is. Selecting Cancel returns the traveler to the voucher to make any necessary 

adjustments. 

Figure 2-мΥ ¢ǊŀǾŜƭŜǊΩǎ Lƴƛǘƛŀƭ bƻǘƛŦƛŎŀǘƛƻƴ ƻŦ tŀȅƳŜƴǘ 5ǳŜ ǘƻ ǘƘŜ DƻǾŜǊƴƳŜƴǘ 

If a Non-DTS Entry Agent (NDEA) creates and signs a DUE US voucher, DTS sends an email to the traveler to 

ǎŜǊǾŜ ŀǎ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƛƴƛǘƛŀƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ƻf a potential debt situation. 

When the AO approves a DUE US voucher, DTS: 

¶ Notifies the accounting system to decrease the reimbursement to the amount already paid to the 

traveler, if necessary. 

¶ {ŜƴŘǎ ǘƘŜ ŘƛǎōǳǊǎƛƴƎ ǎȅǎǘŜƳ ŀ άƴƻ ǇŀȅƳŜƴǘ ŘǳŜ ǾƻǳŎƘŜǊέ ǿƛǘƘ ȊŜǊo dollars due to the traveler. 

¶ Applies the DUE US stamp to the voucher. 

2.1.3 Travelerôs Second Notification of the Debt 

After 96-ƘƻǳǊǎΣ 5¢{ ǎŜƴŘǎ ŀƴ ƛƴƛǘƛŀƭ ŀŎŎƻǳƴǘǎ ǊŜŎŜƛǾŀōƭŜ ό!κwύ ǘƻ ǘƘŜ ŀŎŎƻǳƴǘƛƴƎ ǎȅǎǘŜƳ ǘƻ ǎŜǘ ǳǇ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ 

debt. The following events occur: 

¶ The accounting system notifies DTS that the A/R has posted. 

¶ DTS emails the due process notification of debt to the traveler, AO, DMM, and the pay system. 

Then the traveler has 30 days from this notification to repay the debt, or request a hearing to contest the 

validity, or amount of the debt, or the offset schedule, or request a waiver to cancel all or part of the debt. If the 

traveler does none of these things within 30 days, the DMM takes action to have the pay system automatically 

deduct the ŘŜōǘ ŦǊƻƳ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇŀȅŎƘŜŎƪΦ {ŜŎǘƛƻƴǎ рΦо ŀƴŘ рΦп ǇǊƻǾƛŘŜ ŘŜǘŀƛƭǎ ŦƻǊ ǊŜǉǳŜǎǘƛƴƎ ŀ ƘŜŀǊƛƴƎ ƻǊ 

waiver, as well as the appeal process. 

2.1.4 Trip is Cancelled After a Travel Advance or SPP is Paid 

When a traveler receives an advance payment, but travel does not occur then the traveler must immediately 

pay back the amount received. 

The first step in repayment is for the traveler to submit a voucher in accordance with DTS cancellation 

procedures, see the information paper, Trip Cancellation Procedures. If the traveler acquired expenses before 

https://media.defense.gov/2022/May/13/2002996889/-1/-1/0/CANCELLATION_PROCEDURES_INFORMATION_PAPER.PDF
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cancelling the trip, they may use the voucher process to credit those expenses against the debt and reduce the 

amount that they owe to the Government. 

If a traveler made reservations on the authorization, they must follow appropriate cancellation procedures to 

avoid incurring unnecessary ticketing fees or hotel charges, and clam reimbursement of all fees and charges that 

were unavoidable. If they used a centrally billed account (CBA) to purchase tickets on the authorization, the cost 

of those tickets will not be included in the amount due to the Government.  

When a debt results from the combination of a trip cancellation and a travel advance or a scheduled payment, 

the total debt amount is due immediately and a waiver or appeal is not permissible, regardless of amount. In 

DTS, if the traveler does not voluntarily pay the debt in full, the DMM may begin involuntarily payroll deduction 

actions 15 days after notification of the debt for civilians, and 30 days after notification for military member. 

2.1.5 Traveler Debt is Identified After Payment 

When travel-related debt is identified after payment, the process shown below begins: 

 ¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŎƻƴŘǳŎǘƛƴƎ ǘƘŜ ŀǳŘƛǘ ƻǊ ǊŜǾƛŜǿ ƛƴŦƻǊƳǎ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ [5¢! ŀƴŘκƻǊ 5aa ǘƘŀǘ ŀ ŘŜōǘ 

exists. 

 ¢ƘŜ 5aa ƛƴǎǘǊǳŎǘǎ ǘƘŜ ǘǊŀǾŜƭŜǊ ƻǊ b59! ǘƻ ŀƳŜƴŘ ǘƘŜ ǾƻǳŎƘŜǊ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ŀǳŘƛǘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

findings to establish the debt in DTS. 

 The traveler or NDEA amends the document and signs it to initiate routing to the AO for approval. 

 The AO approves the voucher amendment. 

 DTS provides the traveler, AO, and DMM with official notifications. 

After approximately five days, the traveler receives a DTS-generated email that provides options for repaying 

the debt. 

Note: Although any authorized organization may conduct a PPR, the Defense Finance and Accounting System 

(DFAS) PPR is the most common. Travelers should direct any questions ǘƻ ǘƘŜƛǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 5aaΦ 

2.2 AO 

The AO first learns of the potential debt situation when approving a voucher that has a negative balance. If a 

potential debt situation exists, the AO may ask the traveler to review the expenses to verify that every 

reimbursable expense has been included. 

Adding a missing expense may prevent the debt from occurring.  

If the amount of the debt is less than or equal to $10.00, the Digital Signature screen displays a Notification of 

Debt (Figure 2-2) that indicates the debt will not be collected. 
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Figure 2-2: Balance Due Government of Less Than or Equal to $10.00 Screen 

When the AO selects Confirm and Continue, DTS automatically adjusts the voucher by adding an expense item 

(Debt under 10 Dollars) to offset the debt. The traveler is not required to pay back the amount. 

If the amount of the debt exceeds $10.00, the AO sees a Notification of Debt (Figure 2-3) indicating the need to 

inform the traveler and the DMM about the debt. 

Figure 2-3: AO Notification of Debt Screen 

To meet the due process requirements in the DoD Financial Management Regulation (DoD FMR), Volume 16, 

the AO and DMM must verify that the traveler has received notification of the debt. Selecting Confirm and 

Continue completes the signing process. The AO should notify the traveler of the debt immediately. 

Note: Collection actions that reduce the balance of an existing debt to less than $10.00 will not result in DTS 

automatically closing the DTS record. A traveler who originally owed the Government more than $10.00 is 

required to pay back the full amount of the debt before the debt is considered satisfied. 

2.3 DMM 

In ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ 5¢{ wŜƎǳƭŀǘƛƻƴǎϝΣ ǇŀǊŀƎǊŀǇƘ лолплоΣ ά5aaǎ Ƴŀȅ ōŜ ŀǇǇƻƛƴǘŜŘ ŀǎ 5!hǎ ǘƻ ǘǊŀŎƪ the 

ŘŜōǘ ŎƻƭƭŜŎǘƛƻƴ ǇǊƻŎŜǎǎ ƛƴ 5¢{ ŘǳŜ ǘƻ ƻǾŜǊǇŀȅƳŜƴǘ ƻŦ ǘǊŀǾŜƭ ŦǳƴŘǎ ǘƻ ǘǊŀǾŜƭŜǊǎΦέ 

*Authorized by DoDI 5154.31, Volume 3. 

Debt Management (DM) identifies the process of monitoring and managing debt. DMMs use DTS to 

communicate with the appropriate offices and systems to track the DM process for an organization. It is not 

necessary for a DMM to be located at each site, but each organization within DTS must have at least one DMM 

assigned. 

2.3.1 Eligibility Requirements for DMMs 

https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
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Components must identify DMMs and decide whether to appoint them as Departmental Accountable Officials 

(DAOs). If appointed as DAOs, DMMs should have a DD Form 577 appointment, as outlined in DoD FMR, Volume 

5, Chapter 5, paragraph 050401. 

DMMs must have permission level 6 and the Debt Management Monitor indicator set to Yes in their DTS user 

profile. This grants access to DTS Debt Management functionality. The DTA must also grant the DMM 

organization access to allow them to run the Deb Management Report and group access so they can access the 

documents of the travelers who are in debt. 

2.3.2 Overview of Responsibilities for DMMs 

The role of the DMM in the DM process is crucial to the accurate tracking, processing, and recording of all 

actions related to traveler debt. 

Below briefly lists the DMM duties and responsibilities with more details in Section 5: 

¶ Ensure that the traveler has been served due process or notification of the debt and has an opportunity 

to repay the debt, generally within 30 days of receiving notice 

¶ Apply the DUE PROCESS SERVED stamp to the document 

¶ Provide additional instructions to the traveler on how to satisfy the debt 

¶ Monitor emails DTS generates as travelers, NDEAs, and the AOs sign DUE US documents 

¶ Provide instructions on the waiver and appeal process 

¶ Maintain all records pertinent to the waiver and appeal process 

¶ Initiate payroll collection  

¶ Follow up with payroll administrators for payroll collections awaiting response or overdue 

¶ Enter approval or rejection of payroll deduction requests 

¶ Manually record any collections against the debt that do not flow back from the disbursing system 

¶ Initiate an out of service (OOS) Debt Transfer Request report to DFAS Indianapolis for a debt owed by 

an individual who no longer works for DoD, when the debt was rejected for collection by payroll, the 

amount owed is $225 or greater, and the debt is uncollectible 

¶ Enter the OOS Write Off when the debt has been rejected for collection by payroll, the amount owed is 

less than $225, and the debt is uncollectible 

¶ Facilitate accomplishment of the PPR process to establish a debt 

¶ Use the Debt Management report to monitor DTS travel debt 

¶ Follow all local business processes for DMM 

  

https://comptroller.defense.gov/FMR/
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Chapter 3: The Debt Management Process 

The debt management process involves coordination and communication between automated systems, and 

external offices, including the: 

¶ Defense Travel System (DTS) 

¶ DoD offices and entities such as payroll offices and accounting systems (e.g., the Defense Finance 

Accounting Service [DFAS]) 

3.1 DTS 

When travel-related debt occurs, DTS identifies the trip record as DUE US. DTS notifies the traveler of the debt, 

ages the debt according to established policy (see Section 2.3.3), and report the status of the debt as collectible.  

For transactions that result in a traveler owing a debt to the Government, DTS: 

¶ Identifies the DUE US situation 

¶ Notifies the traveler of the debt 

¶ Establishes the A/R and updates it as necessary 

¶ Tracks and reports the status of the debt as it is processes through DTS. Actions outside of the system 

will be shown on the report; however, specific data and statuses cannot be determined without 

contacting the responsible party 

¶ Records collections to the travel record when received from the disbursing office  

¶ Allows a DMM to record waiver/appeal requests and responses 

¶ Allows a DMM to electronically request collection via payroll deduction 

¶ Allows a DMM to transfer an uncollectible debt for an out of service (OOS) member to the OOS Debt 

Management Office 

¶ Sends the travel record to the DoD archives/Management Information System (MIS) after the debt is 

satisfied 

Note: If a DMM does not have aŎŎŜǎǎ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴΣ 5¢{ ǎŜƴŘǎ ŘŜōǘ ƴƻǘƛŦƛŎŀǘƛƻƴ ŜƳŀƛƭǎ ǘƻ ǘƘŜ 

5¢! L5 ǊŜƧŜŎǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŦƻǊ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 

3.1.1 Post-Approval Actions 

When the AO approves a voucher containing a debt, the actions indicated below occur: 

 DTS generates and sends an adjusting obligation to the accounting systems to decrease the obligation 

to the amount previously disbursed, if necessary. See Figure 3-1, Steps 1 and 2. 

 5¢{ ǎŜƴŘǎ ŀ άƴƻ Ǉŀȅ ŘǳŜ ǾƻǳŎƘŜǊέ ǿƛǘƘ ŀ ȊŜǊƻ-dollar net to traveler to the disbursing system. See 

Figure 3-1, Steps 3 and 4. 

 A 96-hour delay allows transactions to post to accounting and disbursing. 

 DTS transmits an initial A/R to the accounting system to set up the debt. See Figure 3-1, Step 5. 

 Upon receipt of the positive acknowledgement from accounting system, the A/R successfully posted. 
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(Figure 3-1, Step 6), DTS emails the due process notification of debt to the traveler, AO, DMM, and the 

Central Disbursing System (CDS). 

 

Figure 3-1: Posting the A/R to Accounting 

The traveler has 30 days from the email notification to repay the debt or request a waiver of the debt before 

initiating payroll deduction to collect the unpaid debt. Section 5.3 provides details on the waiver and appeal 

process. 

If the traveler is repaying the debt directly, they should include a copy of the notification email when submitting 

the payment to the disbursing system. 

 DTS tracks the DUE US situation and reports it in the Debt Management report, as described in Section 

4.1. Actions outside of the system appear on the report; however, specific data and statuses cannot be 

determined without contacting the responsible party. 

The DMM Gateway provides the DMM the ability to take action against the debt. DMMs must apply the DUE 

PROCESS SERVED stamp before other options in the DMM Gateway become available. Application of the 

DUE PROCESS SERVED stamp is not contingent upon the receipt of the positive acknowledgement of the 

A/R. 

Note: If a DUE US voucher contains multiple LOAs, the traveler will not receive a reimbursement against one 

LOA while being in debt on another. An example is a voucher containing two LOAs. The traveler is in debt on 

LOA 1, but is authorized reimbursement on LOA 2. The reimbursement from LOA 2 that would have gone to the 

traveler instead pays against the indebted LOA 1, reducing the debt. Once DTS has transmitted the adjusting 

obligations, settlement voucher, and A/R, DTS sends a final adjusting obligation for each DUE US LOA. The 

system applies the total amount due to the traveler against the DUE US LOAs on a proportional basis. 
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3.1.2 Adjustments Affecting an Established Debt 

If the traveler amends a DUE US voucher after the A/R for the debt is setup, and the amendment changes the 

amount of the debt, DTS will send an adjusting A/R to the appropriate accounting systems. 

If the amended voucher creates an expense that the Government owes to the traveler, the actions indicated 

below occur: 

1. DTS sends an adjusting or canceling transaction to close out the A/R in the accounting system. 

2. DTS sends a supplemental obligation and a corresponding supplemental voucher to generate the 

payment to the traveler. 

When a trip record indicates a DUE US situation, the trip record remains open until the debt has been satisfied 

(i.e., paid, collected, waived, or written off). DTS determines that a debt has been satisfied in one of several 

ways: 

¶ DTS receives an automated Advice of Collection (AOC) from the disbursing office that reduces the debt 

to zero. 

¶ The DMM receives a notice that a waiver applies for the full debt, and enters it against the document in 

DTS. 

¶ An AOC or waiver/remission of debt is entered against the document in DTS which, when combined 

with all previous AOCs and waivers, reduces the debt to zero. 

If a DUE US amount is waived after the establishment of the A/R, DTS generates a waiver of debt A/R 

adjustment to the applicable accounting systems. The waiver may be full or partial, depending on the amount 

approved (Figure 3-2). 
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Figure 3-2: Adjustments to Established Debts 

3.1.3 Aging the Debt 

When there is debt record, DTS tracks the number of days that the debt remains outstanding. Aging starts on 

the day that the AO approves the document and ends on the day the satisfied debt archives. A DMM can view 

the age of the debt via the Debt Management report and the Debt Management Gateway. 

3.1.4 Recording the Satisfied Debt 

When the debt is satisfied, DTS records the event, closes the record, and sends it to the archive. The record will 

be closed when an AOC satisfies the debt completely or if you receive and record notification that a waiver of 

debt has been granted. 

3.2 Other DoD Offices and Systems 

5ƻ5 ƻŦŦƛŎŜǎ ŜȄǘŜǊƴŀƭ ǘƻ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀƴŘ ŎŜǊǘŀƛƴ ŦƛƴŀƴŎƛŀƭ ǎȅǎǘŜƳǎ Ǉƭŀȅ ŀ ǊƻƭŜ ƛƴ ǘƘŜ ƳŀƴŀƎŜƳŜƴǘ 

and resolution of travel-incurred debt. DTS and the DMM interact with other DoD offices and financial systems, 

such as DFAS and various payroll systems, to share information and ensure the accurate recording of 

transactions. 

The following sections explain the roles of other DoD offices and systems during the various stages of the Debt 

Management process. 
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3.2.1 Stage 1: Adjusting Obligations Transactions 

When processing a regular voucher, the adjusting obligation changes the original obligation to match the 

amount of the disbursement. However, when processing a DUE US voucher, the adjusting obligation reduces the 

outstanding obligation to zero. 

In the first stage of the Debt Management process, DTS sends an adjusting obligation (Figure 3-3) to the 

appropriate accounting system. The steps below occur: 

 DTS transmits the adjusting obligation to the accounting system. 

 The accounting system processes the transactions and transmits a positive or negative 

acknowledgement (POS/NEG ACK) back to DTS. The POS ACK indicates that the accounting system has 

accepted the transaction. The NEG ACK indicates that the accounting system has rejected the 

transaction. 

 

Figure 3-3: Adjusting Obligation Transactions 

Each DTS LOA is associated with a specific accounting system. DTS uses the information in an LOA to identify the 

accounting system that will receive the obligation. Table 3-1 provides a list of the accounting systems. 

Table 3-1: DoD Accounting Systems 

DOD ACCOUNTING SYSTEMS 

Accounting System Acronym Service or Agency 

General Accounting and Finance System GAFS Air Force 

Standard Finance System STANFINS Army 

Standard Operations and Maintenance Army Research 
and Development System 

SOMARDS Army 

Logistics Modernization Program LMP Army 

General Fund Enterprise Business System GFEBS Army 

General Fund Enterprise Business System ς Sensitive 
Activities  

GFEBS-SA Army 

Defense Agencies Initiative  DAI 
DoD Agencies, Marine 
Corps 

Financial Accounting and Corporate Tracking System 
FACTS 

Defense Intelligence 
Agency 
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Enterprise Business System EBS Defense Logistics Agency 

Electronic Business System e-Biz DFAS 

Standard Accounting and Budget Reporting System  SABRS Navy 

Standard Accounting and Reporting System ς Field Level  STARS-FL Navy 

Navy Enterprise Resource Planning  Navy ERP 
Navy, Navy Research Labs, 
Marine Corps 

Military Sealift Command ς Financial Management 
System  

MSC-FMS 
Navy Military Sealift 
Command 

Defense Industrial Fund  Management System  DIFMS via 
GAFS 

Air Force 

Transportation Financial Management System  TFMS 
Surface Deployment and 
Distribution Command  

Defense Enterprise Accounting and Management 
System 

DEAMS Air Force 

Financial Accounting Management Information System  FAMIS-CS DISA 

Management Information System for International 
Logistics  

MISIL  Navy 

Navy Systems Management Activity  NSMA  Navy 

3.2.2 Stage 2: $0 Voucher  

After DTS receives the positive acknowledgement from the accounting system, it sends a $0 voucher to the 

associated disbursing system. The disbursing office processes the voucher and sends an advice of payment 

(AOP) back to DTS. Disbursing also sends a copy of the transaction to the accounting system to close out the 

obligation. Figure 3-4 shows this process. 

 

Figure 3-4: Voucher Sent to Disbursing 

 
 
 
 



Guide: Managing Travel-Incurred Debt  November 08, 2022 

Defense Travel Management Office 21 travel.dod.mil 

3.2.3 Stage 3: A/R Transaction 

When 96 hours have passed after DTS receives the AOP, DTS sends an A/R transaction to the accounting system 

to establish the debt. The purpose of the 96-hour delay is to ensure that the $0 voucher sent by disbursing to 

the accounting system has ample time to post in the accounting system. The accounting system sends a POS 

ACK back to DTS. Disbursing receives a copy of the A/R to facilitate the collection of payments. The systems used 

in this portion of the process are the same as those listed in Section 3.2.2. Figure 3-5 shows the process. 

 

Figure 3-5: A/R Posted to Accounting 

3.2.4 Stage 4: Debt Settlements Actions 

The final stage of the Debt Management process is the settlement action that satisfies the debt. The Stage 4 

ŀŎǘƛƻƴ ǘƘŀǘ ƻŎŎǳǊǎ ŘŜǇŜƴŘǎ ƻƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƛƴǘŜƴǘƛƻƴǎ ŀƴŘ ƻǘƘŜǊ ŎƛǊŎǳƳǎǘŀƴŎŜǎΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ sections explain 

the Stage 4 alternatives and the interactions with systems outside of DTS: 

¶ 3.2.4.1 Traveler Mails a Payment 

¶ 3.2.4.2 Traveler Makes a Payment Online 

¶ 3.2.4.3 Traveler Requests a Waiver or Appeal 

¶ 3.2.4.4 Debt is Referred to Payroll for Collection 

¶ 3.2.4.5 DMM Refers Debt to the Out of Service (OOS) Office  

3.2.4.1 Traveler Mails a Payment 

If the traveler mails the payment directly to the disbursing office, disbursing will process the collection. The 

traveler should include a copy of the debt letter received from DTS. After the collection is processed, disbursing 

will send an AOC to the accounting system and to DTS. If the AOC is for less than the full amount of the debt, the 

partial collection is annotated. Figure 3-6 shows this process. 
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Figure 3-6: Debt Settlement ς Traveler Mails a Payment 

¢ƘŜ /5{ 5Ŝōǘ hŦŦƛŎŜ ŀǘ 5C!{ LƴŘƛŀƴŀǇƻƭƛǎ ǇǊƻŎŜǎǎŜǎ ŘŜōǘ ǇŀȅƳŜƴǘǎΣ ŀƴŘ ŎǊŜŀǘŜǎ !h/ǎ ǘƻ ǳǇŘŀǘŜ Ƴƻǎǘ ǘǊŀǾŜƭŜǊǎΩ 

debt records in DTS and the accounting system. The FACTS Debt Office provides these services for travelers 

assigned to DIA. 

3.2.4.2 Traveler Makes a Payment Online 

If the traveler makes a payment online using Pay.gov, the Department of the Treasury will forward a Pay.gov 

detail report containing the payment information to the CDS Debt Office. The CDS Debt Office will process the 

collection and send an AOC to the accounting system and to DTS. If the AOC is for the entire amount of the debt, 

the debt is closed and archived. If the AOC is for less than the full amount of the debt, the partial collection is 

annotated. Figure 3-7 shows this process. 

 

Figure 3-7: Debt Settlement ς Traveler Makes a Payment Online 

The Deposit Team at the Department of the Treasury and the CDS Debt Office at DFAS Indianapolis are 

associated with this part of the process. 
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3.2.4.3 Traveler Request a Waiver or Appeal 

The Components determine the applicable processes and offices for waivers. Refer to local or Component 

Business rules to determine the applicable office.  

If the traveler requests a waiver to an outstanding debt, the DMM will enter the waiver request in the DMM 

Gateway. The Debt and Claims Management Office (DCMO) at DFAS Indianapolis handles all waiver requests and 

response activities outside of DTS. 

The DCMO may approve, deny, or partially approve the waiver. For an approved waiver request, follow the 

guidelines set forth in Section 5.3. For a denied or partially approved waiver request, the traveler can request an 

appeal of the decision to the DCMO, which will forward the request to the Defense Office of Hearings and 

Appeals (DOHA). The appeal request process occurs outside of DTS. See Section 5.3.1. 

Other external offices may be involved in this part of the process as determined by local business rules. 

3.2.4.4 Debt is Referred to Payroll for Collection 

There are two processes for the referral of debt to payroll for collection. The typical process applies to all DoD 

travelers except members of the U.S. Marine Corps (USMC). The Marine Corps uses a separate, automated 

process. DTS initiates the collection process by usiƴƎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇǊƻŦƛƭŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ 

ǘǊŀǾŜƭŜǊΩǎ /ƻƳǇƻƴŜƴǘ ŀƴŘ ǎǘŀǘǳǎΦ  

See the appropriate section as listed below: 

¶ 5.4.1 All travelers other than members of the USMC 

¶ 5.4.2 USMC travelers  

In this first process, you will refer the debt to payroll for collection. DTS sends an encrypted email to the payroll 

system. The external systems used in this part of the process are:  

¶ Defense Civilian Pay System (DCPS). All DoD civilians. 

¶ Defense Joint Military Pay System (DJMS). All military members not serving in the Marine Corps. 

The Marine Corps uses an automated debt process. The only external system used in this part of the process is 

the Marine Corps Total Force System (MCTFS). When you use the DMM Gateway to mark the record DUE 

PROCESS SERVED, DTS sends a notice of collection (NOC) transaction to MCTFS. MCTFS sends a POS ACK 

transaction back to DTS. 

Collection action begins once the NOC is loaded into MCTFS. The collection goes to CDS. CDS processes the 

collection and sends an AOC to the applicable accounting system and to DTS. If the AOC is for less than the full 

amount of the debt, the partial collection is recorded. Figure 3-8 shows this process. 
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Figure 3-8: Debt Settlement: Debt is Referred for Payroll Collection 
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Chapter 4: DMM Tools in DTS 

Lƴ ƻǊŘŜǊ ǘƻ ƳŀƴŀƎŜ ŘŜōǘ ǊŜŎƻǊŘǎ ŦƻǊ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭŜǊǎΣ 5aaǎ ǳǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘǿƻ 5¢{ ƳƻŘǳƭŜǎ ǘƘŀǘ 

are accessible from the 5¢{ 5ŀǎƘōƻŀǊŘΩǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ menu (Figure 4-1): 

¶ Debt Management Tool. Allows the DMM to initiate all debt-related actions. You can only see debt 

information for travelers in the group to which you have group access.  

¶ Report Scheduler: Provides the ability to run the Debt Management report. Your organization access 

determines which documents will be included when running the Debt Management report. 

 

Figure 4-1: DTS Dashboard ς Administration Menu 

4.1 Debt Management Report 

DTS allows you to generate a Debt Management report from the Report Scheduler. This report helps you 

monitor compliance with regulatory guidance. See the DTA Manual, Chapter 10 for details on running this 

report. 

The report displays: 

¶ Traveler information 

¶ Travel authorization number (TANUM) and document name 

¶ Dates pertaining to age of the debt 

¶ Dollar amount of the original debt and the amount remaining after the last offset 

¶ Last offset action 

¶ Other relevant information 

A DUE US document appears on the Debt Management report for 30 days after the debt is satisfied. The Last 

Offset Date resets to the date on which you requested a waiver or appeal or DTS recorded a collection. 

When you request a Debt Management report through the DTS Report Scheduler, DTS reschedules the report to 

generate when user activity in DTS is low. DTS sends an email to the requestor when the report is available. The 

Debt Management report format is viewable using Microsoft Excel or similar programs. You can request the 

report to be run with the debt history (Figure 4-2), which provides a row for each action that has been taken 

against the debt, or without the debt history (Figure 4-3). 

 

https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
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Figure 4-2: Debt Management Report with History 

 

Figure 4-3: Debt Management Report without History 

4.2 DMM Gateway 

DMMs access the DMM Gateway by selecting the Debt Management Tool on the 5¢{ 5ŀǎƘōƻŀǊŘΩǎ 

Administration menu line (Figure 4-1). The DMM Gateway (Figure 4-4) provides access to payments, collections, 

waivers/appeals, and allows DMMs to initiate all actions on DUE US documents. 

 

Figure 4-4: DMM Gateway 
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The links on the Navigation Bar allow you to display a filtered list of DUE US trips as described in Table 4-1. 

Table 4-1: DMM Gateway Link Descriptions 

DMM GATEWAY LINK DESCRIPTIONS 

Link Name Link Description 

Due Process 
Locates and displays all approved DUE US documents for which DMMs have not 
confirmed that travelers have been advised of their due process rights. 

Debt Lookup 
Locates and displays a particular debt based on the following search criteria: 
ǘǊŀǾŜƭŜǊΩǎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ ƴǳƳōŜǊ ό{{bύΣ ƴŀƳŜΣ and organization; travel authorization 
number (TANUM); or document name. 

Action Required Locates and displays all debts for which DMM intervention is required. 

Awaiting 
Response 

Locates and displays all debts that are awaiting response from sources external to 
DTS. 

All Debt Locates and displays all debts to which the DMM has access. 

 

4.2.1 Due Process 

You cannot take any action against a debt until the document bears the DUE PROCESS SERVED stamp. 

Therefore, until the document receives the DUE PROCESS SERVED stamp, Due Process is the only link that 

displays. AOCs generate from the disbursing system to update the document, but Payroll Collection and 

Waivers/Appeals will not be available options. 

Note: DTS automatically applies the DUE PROCESS SERVED stamp to USMC documents that are in debt. See 

Section 5.4.2. 

Beginning on the DMM Gateway screen (Figure 4-4), use the steps below to stamp a voucher DUE PROCESS 

SERVED: 

 Select Due Process from the Navigation Bar. The Due Process screen displays (Figure 4-5). This screen 

lists all approved DUE US vouchers that have not had the DUE PROCESS SERVED stamp applied. You 

should confirm that the AO has informed the traveler of the debt, and inform the traveler of their due 

process rights before applying the stamp. 
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Figure 4-5: Due Process Screen 

2. Choose the link on the appropriate document. The Debt Details screen opens.  

3. Select Due Process. DTS displays the Confirmation of Due Process Served screen (Figure 4-6). 

 

Figure 4-6: Confirmation of Due Process Served 

 Select OK. Choosing OK acknowledges that due process was served to the traveler. DTS applies the DUE 

PROCESS SERVED stamp to the most recent voucher associated with the debt. 

After completing this action, the Due Process option will no longer display on the Debt Details screen for this 

debt; however, the options shown below will be available: 

¶ Manual Collection. Used to track payments made by the traveler when no AOC is returned to DTS 






















































































